








































lntei-prete ( 
The Judge/host of the Zoom Court proceeding has the ability to enable language interpretation 

to designate a participant(s) as the interpreter(s) in the proceeding. When the proceeding 

begins, the Judge/host can start the interpretation feature which will give the interpreter(s) 

access to their own audio channel(s) . Participants can select an audio channel to hear their 

language of choice. Participants will hear the translated audio and can choose if they want to 

hear the original audio at a lower volume. 

The Judge/host should ensure that the language interpreter has identified himself/herself for 

the record and that the record includes for whom the interpreter is present. The Judge/host 

should also administer the oath to the interpreter at the start of the proceeding. 

C1urt Reporter 
Only a court reporter can prepare an official record of a virtual court proceeding. A court 

reporter can attend the proceeding as a Zoom participant and must be invited by the 

Judge/host, or the court reporter may transcribe the hearing at a later date by utilizing the 

recording made of the hearing. The court reporter is the only person authorized to record the 

remote Court proceeding by electronic means, stenography, or any other method. Any 

recording by a party or other person of a remote Court proceeding without the permission of 

the Court is not allowed. An admonishment regarding the use of recording devices has been 

included above, but best practice would be to remind witnesses and parties throughout the 

hearing that recording of the proceedings is strictly prohibited . 

A Judge/host should keep the following guidelines in mind to assist the court reporter and help 

ensure a good record: 

• Use of the Gallery View setting on Zoom so that the Judge/host and the court reporter 

can see all of the participants and more clearly know who is speaking. 

• A Judge/host should make sure to unmute a participant's microphone when that 

participant is ready to speak; then mute the microphone when finished speaking. 

• If a participant has his/her telephone number listed as their profile, change the profile 

to the participant's name and their role in the pending litigation, i.e. PlaintiffJohn Doe. 

Do not allow participants to display their telephone numbers as their profiles. 

• Ask the participants to state and spell their first and last names for the record at the 

beginning of the proceeding. Ask the participant to reintroduce himself or herself by 

restating their title or their first and last name each time they speak. 

• A participant should face the camera when speaking. 

• Make sure that a participant waits until another speaker is finished before beginning to 

speak; one-at-a time is even more critical in a remote video setting. 
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• Remind participants to speak slowly. 

• The court reporter has the same ability to interrupt and clarify if needed as if all 

participants were physically present in a courtroom. 

Status Calls 
A Judge/host may conduct status calls via Zoom. An invitation will be sent to the participants in 

advance by e-mail as outlined in the Notice to Parties section. The invitation will have the 

meeting code and password. Any participant not able to access Zoom shall be allowed to 

participate by telephone. Status calls may involve only the attorneys of record if the Judge 

waives the presence of the litigant(s). The Judge/host should follow the procedures regarding 

profile names on Zoom to ensure that no one's telephone is disseminated to the public. Status 

calls would proceed in the same manner as if the parties were physically present in court. The 

Judge/host may have other status matters in the Waiting Room and should decide whether to 

set status matters in increments of time, i.e. groups in half hour increments. The Judge/host 

would take cases out of the Waiting Room and bring them into the courtroom as he/she called 

the cases. The Judge/host may choose to have the courtroom clerk as a co-host to assist with 

bringing cases into the courtroom from the Waiting Room. During the proceeding, the 

Judge/host should be mindful of whether participants are able to hear the entire proceeding. 

Orders regarding the status cases will be entered and signed by the Judge. 

P leas/J uclgrne n ts/0 rd ers 
In advance of the Court proceedings, attorneys must obtain all signatures required and prepare 

all necessary paperwork. Attorneys should number all pages and should also have the parties 

initial each page. The responsible attorney will then email all documents to the Judge. Once 

entered by the Court, the documents will be filed by the clerk's office. The Judge/host should 

only enter a plea or judgment with participants that have video capabilities to be able to see 

the documents referenced by the Judge. A court reporter must be present either in person or 

by Zoom for entry of the orders or judgment. 

The Judge/host would conduct the hearing as outlined above, utilizing Share Screen to show 

the party the document and affirm all initials and signatures. The Judge/host would give 

admonishments as if in the physical courtroom and should proceed only after the participant 

acknowledges the proper waivers on the record. If a court reporter is not present at the virtual 

proceeding, the Judge/host should enter an additional order following the proceedings to 

indicate all who were present, including the name of the interpreter, as well as the start time 

and end time of the proceeding. 

If the Judge/host and courtroom clerk were present in the courtroom, the Judge/host can print 

the documents, sign the documents, and give them to the Deputy Circuit Clerk for entry. If the 
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Judge/host and courtroom clerk are not in the same room, the Judge/host will have to print the 

documents, sign them, and forward them to the clerk's office to file . 

Conc ludi ng a Zoom Pi-oceecling 
At the end of the Zoom proceeding, the Judge/host should conclude the matter in the same 

manner as if physically in court. The Judge/host should then end the Zoom proceeding by 

clicking on "End Meeting." The Judge/host should be careful to not click "Leave Meeting," as 

this would allow the Zoom proceeding to continue without the Judge's presence. 

Schedul ing a 2'. oorn Proceed ing 
The Committee on Judicial Education conducted a webinar entitled "Remote Hearings 101" which 

addressed the procedures for scheduling a Zoom proceeding. The webinar can be found at this location: 

https://www.path lms.com/a oic/courses/18376/v ideo presentat ions/157566. When you click the link, 

you will have to sign in, but after you sign in, the link should take you straight to the webinar recording. 
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The Committee on Judicial Education conducted a webinar entitled "Remote Hearings 101" which 

addressed the various tools that can be used for conducting a Zoom hearing. That webinar can be found 

at the following location: https://www.pat hl ms .com/aoic/co urses/18376/video prese ntat ions/157566. 

When you click the link, you will have to sign in, but after you sign in, the link should take you straight to 

the recording. 
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